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Staying On Track- September Webinar==

Using the Webinar Technology

N for this have been turned off. If you have questions,

. This icon raises your hand. However, the notifications
A\
you can type them in the chat section.

This button will open up the session menu.

Click on this icon to type guestions and share
feedback during the session.

Click on this icon to adjust the settings for
notifications (when people enter/leave or when chat
messages are sent).
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* This webinar series is designed to help School
Food Authorities and Directors stay on track with
requirements for the National School Lunch and
School Breakfast Programs.

* We will review relevant updates and key tasks
that should be taking place throughout the
month to ensure your program Iis operating
within the regulations and meeting important
deadlines.



Today's Webinar

* Today’s webinar will cover:
— Submitting monthly claims
— AFR reminder
— Verification
— Professional Standards
— National School Lunch Week
— Q&A
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Professional Standards for
School Nutrition

- Effective July 1, 2015, all LEAs must ensure that all new and current
school nutrition program staff meet minimum annual training
requirements per USDA's Professional Standards regulation.

- These training requirements were created with the intent of helping
employees enhance their knowledge, skills and abilities specific to
their position in NSLP.

- To count a training towards an employee’s training hours, trainings
must:
- align with the employee’s job duties
* meet at least one of USDA's Learning Objectives




Professional Standards
Learning Objectives

Professional Standards Learning Objectives

The Professional Standards Learning Objectives are a resource for school
employees and trainers. It lists training topics in the four Key Areas of Ny
Operations, Administration and Communications/Marketing. Each Key As
several Key Topics and specific training subjects with objectives that will
those who are planning or taking training. These same categories are usg
on-line database of trainings as well as in the optional downloadable Tra
Tool.

KEY AREAS AND KEY TOPICS

NUTRITION - 1000
Menu planning
Nutrition education
General nutrition

OPERATIONS - 2000
Food production

Serving food

Cashier and point of service
Purchasing/Procurement
Receiving and storage

Food safety and HACCP

ADMINISTRATION - 3000
Free and reduced price meal benefits
Program management

Financial management

Human resources and staff training
Facilties and equipment planning

COMIMUNICATIONS AND MARKETING - 4000
Communications and marketing

Administration
Objectives:

FREE AND REDUCED PRICE MEAL BENEFITS - 3100

Emplayee will be able to effectively certify, process, and verify free and reduced price meal eligibility
benefits in accordance with Federal and State regulations related to nutrition programs. Understand
and apply Community Eligibility (CE) to eliminate the administrative burden of school meal applications
and be able to serve meals at no charge.

3110-Centify, process, and verify frez and reduced price meal eligibility benefitsin compliznce with
Federal regulations.

3120-Understand and practice direct certification procedures practiced by your state.

3130- Understand and apply Community Eligibilty (CE).

PROGRAM MANAGEMENT - 3200

Employee will be able to effectively manage staff and resources; prepare for yearly Administrative
Reviews, emergency programs; and utilize Standard Operating Procedures (SOP).

3210-Manage staff work including scheduling.

3220-Oversee Standard Operating Procedures for routine operations

3230-Evaluate and utilize resources to promote a healthy school environment.

3240-Develop and implement emergency and disaster plans as needed
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The Professional Standards Learning Objectives is a resource for school nutrition
employees and trainers.

It lists training topics in the four Key Areas of Nutrition, Operations,
Administration and Communications/Marketing.

Each Key Area has several Key Topics and specific training subjects with
objectives that will assist those who are planning or taking training.




ADE Trainings and Assigned
Learning Objectives

All of the trainings offered by ADE have been designed to meet one of the
Professional Standards Learning Objectives.

* Refer to today’s agenda

Staying on Track Webinar

October 4, 2016, 1:30-2:30 pm
Training Hours: 1 hour
Professional Standards Learning Codes: 3110, 3230, 3430

This webinar will highlight updates for the coming school year and review important tasks
that should be taking place to promote program compliance and enhance operations. It

will also highlight some of the resources available to assist LEAs in the day-to-day
operations in the month of October.




At A Glance Calendar and
Monthly Checklists

HSLP AT A GLANCE 51
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NSLP ata Glance Calendar Monthly Checklist
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At A Glance Calendar and
Monthly Checklists

OCTOBER
@0e

VERIFICATION

OCTOBER 1 - NOVEM

OCTOBER 1-10 Submit September reimbursement claim.

OCTOBER 1 Annual Financial Report for private schools,
BIA and RCCls.

OCTOBER 15 Annual Financial Report for public schools.

OCTOBER 31 Best Practice: Conduct CNP Direct
Certification.

Complete Daily Production Records.
Count meals at POS and complete Daily Edit Checks.

MONTHLY CHECKLIST

first month of verification activities

TRAININGS THIS MONTH NEXT MONTH
REGIONAL -
IN-PERSOM Verification
OMLINE | Always available Always available
WVEBINARS | Staying on Track: October 4 Staying on Track: November |
PROFESSIOMAL
DEVELOPMENT
Updates Resources
O october 10 - October 14 hatp/schoolnutrition ore/nshw/’
prepare and celebrate National school *  school Nutrition Association (SMA) Natienal School Lunch
Lunch wesk! This year's theme: Show a”ofi ] Week:
Your spiric
[ October 1 - October 10 hitp: azed gov/health e/
Submit September claims for *  Online Training: How to Submit a Claim in CNPWeb
reimbursement
[ october 1 - November 15 hap: azed gov/heaith-nutritio
Verification Activities *  The Eligibility Manual for school Meals [UsDA), Revised 2016

Section & begins guidance on Verification
*  online Training: How to Canduct Direct Varification

O october 1: Determine the total
number of free income
appiications, reduced income
applications, case number
applications, and foster
appiications on file as of October
1 (will ne=d to report this number
on the erification Repart]

O october 31: Determine the total
number of students directly
certified, certified free due to an
income application, case number
appiication, foster application,
and certified reduced due to an
income application as of Dctober
31 [will need to report this
number on the Verification
Report)

[ continue to check off tasks
completed on the Verification
Best Practices Calendar
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Submitting Monthly Claims




Submitting Monthly Claims

 |t's a best practice to submit your claims
between the 15t and 10% of the month. This
ensures timely payment of your reimbursements.

e October 30 is the last day to submit or revise
August claims.

Step by Step Instruction:
How to Submit a Claim using CNP Web

Professional Standards Learning Code 3310
Length: 30 minutes

11
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Annual Financial Report Reminder

« This report was due yesterday (10/3) for private
schools, BIE schools, and RCCls.

* The report is due 10/15 for all public and charter
schools.

— This Is a Saturday, but it does not change the due date.
Make sure it is submitted by COB on 10/14!

 Contact Andrea Coffman if you have questions
about this report.

602-364-2358
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Verification




 Verification is the process of
— Selecting a small number of the applications on file;

— Contacting the household to request documentation
to support what they put on the application;

— Verifying that the documentation provided matches
what is on the application.

« Must be completed by November 15.
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Verification Resources

Verification Webpage

You are here: Home / National School Lunc h & School Breakfast Program

National School Lunch & School Breakfast Program

Mission:

To safeguard the health and well-being of the nation’s children
by establishing good eating habits and providing adequate food
for the children.

How LEAs q
AFPIV for the : Operating the
ational School Lunch - '
; & &

ool Breakfast Programs

od!: Breakfast Programs

Verification

Everything Verification is found here! Click here for

Verification Best Practices Calendar, program forms
and resoucreses to help you through the Verification
Activities and submitting the CNP Verification Report!

Manuals, Guides, and Memos

Available with detailed information on requirements

=R i ot

hility | dint: E

Verification

Drop-in
Workshop:

Preparing f

% :
E Occober 3,5,7.121
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VERIFICATION

PHASE I: Prepare
Seprember - October |
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Verification Best Practices Calendar

Starthere! Download the Best Practices Calendar to
view deadlines and tasks of Verification.

= Swdyupon Verifcsion
~ Review he Online Training: Verificaton Revew
- Review the USDAStident EligibilityManual for School Meals (Chapter 4 begins Verifcation guidance)
= Swudent EligibilityCheckist- double che ck hatall eligibilitypracioss have been compleied.
= Verifcaton Counting Cheat Sheet-which applications should be counted in fhe sample pool.

PHASE 2: Calculate and Select
Starts October |

= Verifcaton Non Response Rates 2015-2016 (used i determine 2016-2017 Verifcaton sampling method)

= Verifcaton Sample Sze Calculator
When you first amve to he calculator website, press GTRL and FS smultansouslyto refresh your page. You willthen

beusng hemost updsied version of the calaulator.

O PHASE 3: Veri

4 October — November 15

Verification Tracking Form |
Follow the steps on the tracking form to correctly verify | |
Id applications. As you compl | |

additional Instruction and forms may be needed. Please | ~—
refer tothe corresponding links below. | (

iz

o
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Verification

« ADE has broken it down into 4 phases to help
simplify the process:
— Phase 1- Prepare
— Phase 2- Calculate and Select Apps
— Phase 3- Verify
— Phase 4- Report

IIIIIII
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PHASE 1: Prepare
aeprember - Cctober |

Verification Best Practices Calendar [ o
Start here! Download the Best Practices Calendarte |~

m  Sted yup on Verilication

— Rewuizw the Online Training: Verificaion Revew

— Reuizw the USDA Swdent Eligibilinshanu al for School Meals (Chapter 4 begins Verifcation guidance)
= Stedent EligibilityCheckist— double chedk thatall eligibilingpracices hawe been compleed.
m eriicaton Counting Cheat Shest which applicaons should be counted in the sample pool.




Verification Resources

VERIFICATION BEST PRACTICES SCHEDULE SY 16-17

ALL BOLDED RESOURCES CAN BE FOUND ON THE ADE VERIFICATION
WEBPAGE AT : hitp://www.azed.gov/t ition/nslp/verification/

September - October |

Starts October |

Study up on Verification
+ Review the Online Course: Verification Review.
+ Review the USDA Student Eligibility Manual for School Meals (Section 6 begins Verification guidance).
PREPARE
[] rReview the ADE Verification Webpage.
[] complete/Review the Student Eligibility Checklist.
[] Conduct Direct Certification again (best to find all matches before Verification!).
[] Use Verification Counting Cheat Sheet and count number of paper applications on file as of October 1:
[] categorically free applications {Case number, Foster)
[] Free by income applications
[] Reduced by income applications
[] Did NOT count any applications for students that were Directly Certified
[] Did NOT count any applications that have been copied
[] Did NOT count any applications that are incomplete (missing total household members, signature, etc)

CALCULATE

[] Review the Verification Non-Response Rate Report
# If your LEA is highlighted in green, you can use any sampling method (Standard, Alternate 1, or Alternate 2).
# If your LEA is not not highlighted in green, (no highlight or yellow), must use Standard sampling method.

[] Does your Sponsor qualify for use of Alternative Sample Size (green)? [yes or no)

[J choose sampling method (Circle the method you plan to use):
+ Standard or Alternatel or Alternate 2

[] use the ADE Verification Calculator online to determine how many applications need to be selected for
Verification. {In the calculator, select a sampling method and enter the total number of applications on file as of
October 1. The calculator will automatically round up to correct sample size).

SELECT APPLICATIONS

[J randomly select the correct number of applications provided by the ADE Verification Calculator.
[ Applications selected are error prone (if Standard or Alternate 2).

with calcul how many

! *If you need

should be verified, sign up for the ADE Drop-in Workshop: Preparing for Verification offered on October 3, 5, 7, and 121 i

| PHASE 3: Verify

October — November |5

s

MNovember |6 — February |

VERIFICATION ACTIVITES- October 1- November 15

[] print and attach a Verification Tracking Form for each application being verified. Follow the steps on the
Verification Tracking Form for each application selected.
+ Conduct Confirmation Review.
+ Run Direct Verification.
+ If household did not match in Direct Verification, send a Notice of Verification to household, review

documentation submitted by household and send a Letter of Verification Results.

[] Count the number of students on file as of October 31:
[ students and extended household members directly certified through CNP Direct Certification with SNAP
[ students and ded household bers directly certified through CNP Direct Certification with TANF
[] students and extended household members directly certified through CNP Direct Certification with FDPIR
[] students directly certified as homeless, migrant, runaway, Head Start, or Foster
[ students free due to a case number or foster application
[ students free by income applications
[] students reduced by income applications

END OF VERIFICATION- November 15 REPORT

[[] Begin CNP Verification Summary Report
{Partland Part Il) in Common Logon.

All Verification Activities must be completed.

Verification is complete when:
* Household is matched on Direct Verification.
# Household responded; LEA received
documentation that confirmed eligibility.
# The household indicates, verbally or in writing, that
it no longer wishes to receive free or reduced price

[] submit CNP Verification Report to ADE no
later than February 1.

*If you need assistance submitting
your CNP Verification Report, sign up

benefits, and Letter of Verification Results is sent. for the ADE Drop-in Workshop:

# Household responded, received documentation Submitting the Verification Report
that changed. Verification is complete when Letter offered on December 7, 14 and
of Verification Results is sent to household. January 18, 251

# Household did not respond - Verification is
complete when Letter of Verification Results is sent
to household.

Reieased August 2016

Arizona

Department of Education
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Verification Resources- Prepare

PHASE |:Preparc
seprember - Ccrober |

Verification Best Practices Calendar

Start here! Download the Best Practices Calendar to
view deadlines and tasks of Verification.

= Shedyup on Veriication

- Review the Online Training: Verifica ion Review

- Review the USDA Swdent EligibilityManual for School Meals (Chapter 4 begins Veriication guidancs)
Stedent EligibiliyCheckist— double chedk thatall eligibilitypractices hawe been compled.
m erifcation Counting Cheat Sheet which applicafions should be counted in the sample pool.

STUDENT ELIGIBILITY CHECKLIST

T Atleast ane person in our organization has access to Common Logon | 0 Yes | 0 Mo
and can use P verification.
2 Aan CNP Direct Certiication for our entre enrollment. D Ve [ Mo VERIFICATION COUNTING CHEAT SHEET
2. Our site only extended clgibility beneits to sbiings of students | 0 Yes | 2 No [ Extend 103l Directly Count toward
who matched on SNAP. TANE and/or FOPIR st cenfied?
b Our site did cal extend eligibiity benelits to siblings of students | 0 Yes | 0 Mo Household | case & Applicaiion Fres - -
who matched on foster, migrant or homeless. paper
T Tve [T e [  memlen, mar
4. Collectsd and reviewed documentation SbouE which SEUGEnts Bre. T Y |C Mo | T WA p— p— =
envolled in the Head Start Program
5. Frocessed all sppiiations checking for CompIEteness Income agprestion-Free Free v v
ONLINE COURSE: e ———— e .
. recewved
b i i T Yes | Mo Income Applic stion- Paicl Baid -
W Brograms in Arizana (SNAF/TANF being 8 Gigits or less or FOPIR other [ ———— ~ .
based on Indian i free

3 illed out T ves |C ne
‘and that there was Socisl Security Number information an all
income applications.

‘NP Durec Corufcation Maten
el Foster, Migran)

i
<

. = = Notca to provcer frester) free
4 we ensuredall a0 adult sgnature. D ves [T mo
= We have only ce ome mi , and run: a o Confirmed
e havs ol corted hemeless mrant s ey oove | S e HomaassiMNgrant Aurauay e -
from the isison R
WEB-BASED COURSE T We marked which pgIcations were &rror-prone. T Ve [T Mo Hoad StarfEven tar nvoliment free v
& Sortedall paper applications according to their eligibity categories Foe
Professional Standards Learning Code: aad mathods of certification TANF Agancy Lattar Fres v v
3110 a m::::::me,hahruunumbs_lls!hvlrm!r, Ooves |T Mo p— f— - v v
b we abeled all paper applications for students who are Direct | O ves [ Mo sias agency Letar free v
Length: 2 hours Crtiaion matches s ed them sty ~ - =
< applications for fos s Ooves [T ome a0 ot b bt verication samle,
provided a Notice to Provider and filed them with their Notice:
! to Provider.
@ We beied all aggications for SUGENts who have withdrawn | D Yes | = Mo
from school.
7 Crested » Sene (G T ve [T Mo
a. Our BID indicates the method of certification for each student. O Yes [T Mo
. Our BID indicates the date of apgraval/eHective date of T T We




Verification Resources- Calculate and =+
Select

PHASE 2: Calculate and Select

Starts October |

m Verification Non Response Rates 2015-2016 (used to determine 2016-2017 Verification sampling m ethod)
m Verification Sample Size Calculator
When you first arrive to the calculator website, press CTRL and F5 simultaneously to refresh your page. You will then

be using the most updated version of the calculator.

o = o [
7312000 [ ewtest
0573400 [academy Do 5ol e
000 [Acedm OFbeslires T ¥
— i N Arizona Department ™ . .
e T i CNP - Verification Sample Size Calculator
or3000 Gence.t P Vercaion
= e of Education p
o000 NP Verifcztion
T e ADE Home Page Health & Nutrition Services Information Guidance Manuals Common Logon
515000 [i5un Fra Uriom igh Schoa Diics TP Vercaton
Toron i P Verifizion
e = " Tnstructions || a sampi 1 ing (Atternate 1) 1 T e
204600 [aga chool e vermcaion
: z ‘:1::'_:1:"“;”‘?’“ Z:: erification This Verification Sample Size Calculator is provided as a tool to help you ensure that your minimum Verification sample size is calculated correctly.
z mtA\\M Crigren, P ersezton
o3 51000 Jir v Each Sponsor must determine which Verification sampling method they are qualified to use by first finding their Verification Non-Response Rate from the previous school year,
L5 05000 merian Bask Schoos e T TR T L and then by answering the questions in the Veri ion Method Decision Tree. This information can be found at:
000 = Agoche Traitigh Sevaal R Vertrczion
0o e e http://www.azed.gov/health-nutrition/nslp/verification,
000 [America Crarsr s ouncaron dba. el High iboal P Verifizion
000 [smeriesn Crareer Schoois Founcation eoria Accelerstes High Schos! After determining the sampling method you intend to use, select the appropriately labeled tab above, and then enter the number of approved applications on file as of October 1st,
S — el per the instructions given. The number of applications you are required to verify will automatically be calculated based on the information you enter.
000 [American Crarsr Sehools ouncation &, Sun Valley igh Schos! P Veriezton
e Do e oo 0ba MenProen g Bes) Once the minimum Verification sample size has been calculated, Sponsors must select the required number of applications accordingly, based on the sampling method used, as
0-02-10-000 [amphitheater Unified District instructed here.
T P Verifczion
S e Refer to the ibility Manual for School Meals and the Verification Guidance Manual for additional details regarding the Verification process. This information can be found
e — at:
500 AP Verificston http ://www.azed.gov/health-nutrition/nslp/manuals,
02001000 [Arizoma St Education - Prosnix P Vercaton
o120z 000 Dearanc b e vercaion
000 P Veriestion
000 [120 reek Fementary D P Verfezton
31000 [82n ForkJons Unfiea Dt
200 459 Tuxzon Minors Unic
Jrsw P Verezton
50000 [£50 preparatory Acacem AP verczton
00 [150 Preparatory Acscemy.
000 (17003 Eementan Disris R verczion
57:000 [ Tec High School TP Verifiaion
T Mm—,:uaumuuumﬁ-usum Err TP Verfeston
2795000 [oack To e, e P versezton
20000 [p2pd0 Unires D P ercation
55500 5] G TP Verezton
| e Ji75-65 000 ool Garrscnocis Hema] e
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Verification Resources- Verify
@ PHASE 3: Verify

/ S October — November |5

Verification Tracking Form

Follow the steps on the tracking form to correctly verify
household applications. As you complete the form
additional instruction and forms may be needed. Please
refer to the corresponding links below.

Confirmation Review
—HNS 56-13 Verification Confirmation Review

Conduct Direct Verification in Common | ogon

— Step by Step Instruction: How to Conduct Direct Verification (full version)

— How to Directly Verify Income and Foster Applications (reference page)

— How to Directly Verify SNAP and TANF Case Number Application (reference page)
Vernfication Notice o Households

— MNotification of Verification Letter (English) (Word)

— Notification of Verification Letter (Spanish) (Word)
Verfication MNotice of Results to Households

— Sources of Acceptable Income Documentation
— Letter of Verification Results (English) (Ward)
— Letter of Venfication Results (Spanish) (Word)
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Verification Resources- Verify
VERIFICATION TRACKING FORM

Attach to each i lected for veri ion with a copy of all from h hold
Number of on icatit Error Prone: O Yes Q Ne

Original Determination was (check one):
Q Free Eligible Based on Categorical Eligibility (Case # SNAPTANF/FDFIR or Foster)
Q Free Eligible Based on | it Size

Q0 Reduced-Price Eligible

Step 1  Q Identify your confirming official. This person will double check that the ication was i tly. Cannot
be the same person who initially certified the application.
Results of Confirmation Review (Select ONE):
ac Original D inati no change in benefits
Continue to Step 2.

J Changed from Reduced to Free
Motify household of increased benefits, change benefits within 3 days, continue to Step 2.

2 Changed from Free to Reduced
Do not change benefits, do not contact household; continue to Step 2.

Q Changed to PAID
Motify household of paid benefits, change benefits after 10 calendar days of letter sent and remove this application
from verification sample. Select new application lnrver!ﬁr:ahnn (Start again with Step 1 with new application and
new tracking form.) Date eligibility status on BID: {after 10 days of letter sent)

Step2 2 Conduct Direct Verification, Results (Select ONE):

O Matched in MA, SNAP, TANF or FDPIR: Print off results and attach to this tracking form. Verification
is complete. STOP and do not contact the household. LEAs will report this application and all the
students listed as Directly Verified.

O Matched in FOSTER/MIG/HOM: Print off results and attach to this Iractmg form. If any child resulted
in a Match in either the Foster, Migrant or 1 is for
only the child who matched. If there are other children on the application, and the children did not match
through Direct Verification, the LEA must then contact the househeld to verify those children.

O No Match: Print off results, attach to tracking form. Continue with Step 3.

{} Now contact the household

Step3 O Send First Verification Notice (sent date) ing D i by:
0 If no response by given due date, follow up with h. Second Verification Notit i (date)

Q Follow-up official must sign and date household application

Step4 2 Results of Verification (Select ONE):
3 Responded, no change in benefits

Send Letter of Verification Results (confirming no change) and attach to this tracking form. (date)
=] original inati to Free
Send Letter of Verification Results and attach to this tracking form (date)
=] original i to
Send Letter of Verification Results and attach to this tracking form (date)
=] original inati to Paid
Send Letter of Verification Results and attach to this tracking form (date)
O No response after follow up, eriginal determination changed to Paid
Send Letter of Verification Results and attach to this tracking form (date)
*Changesz in meal benefits due fo i i [ d benefits ged within 3 days, decreased benefifs changed within

10 calendar = of letter zent.




Verification Resources- Verify
@ PHASE 3: Verify

/ S October — November |5

Verification Tracking Form

Follow the steps on the tracking form to correctly verify
household applications. As you complete the form
additional instruction and forms may be needed. Please
refer to the corresponding links below.

Confirmation Review
—HNS 56-13 Verification Confirmation Review

Conduct Direct Verification in Common | ogon

— Step by Step Instruction: How to Conduct Direct Verification (full version)

— How to Directly Verify Income and Foster Applications (reference page)

— How to Directly Verify SNAP and TANF Case Number Application (reference page)
Vernfication Notice o Households

— MNotification of Verification Letter (English) (Word)

— Notification of Verification Letter (Spanish) (Word)
Verfication MNotice of Results to Households

— Sources of Acceptable Income Documentation
— Letter of Verification Results (English) (Ward)
— Letter of Venfication Results (Spanish) (Word)




Verification Resources

* Preparing for Verification Workshops

— Work one on one with your NSLP Specialist
» Review your application counts,
« Choose the appropriate sampling method and do the

calculation,
« Choose applications Verification
— Flagstaff Wednesday October 5 T oo
— Tucson Friday October 7 vﬂ e
— Phoenix Wednesday October 12 H’# .....

xxxxxxxx

25
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Professional Standards for
School Nutrition

- Effective July 1, 2015, all LEAs must ensure that all new and current
school nutrition program staff meet minimum annual training
requirements per USDA's Professional Standards regulation.

- These training requirements were created with the intent of helping
employees enhance their knowledge, skills and abilities specific to
their position in NSLP.

- To count a training towards an employee’s training hours, trainings
must:
- align with the employee’s job duties
* meet at least one of USDA's Learning Objectives

27
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Professional Standards

USDA Professional Standards For School Nutrition

Professionals

Resources and information for the new Professional
Standards Rule.

Tracking
ADE Hiring Tracking Forms (“only required if Director was hired on or after July 1, 2015)

m LEAs with 2 499 or less students

ADE Designing your Employee Training Plan = LEAs with 2,500-9,999 students

s LEAs with 10,000 or more students

= Designing your Employee Training Plan Workbook
(August 2016)

= Pre-Assessment

ADE Training Tracking Forms (*required for all school nutrition, regardless of hire date)

= iEoskiesEesment = School Nutriion Program Directors
= Managers

= Full Time Staff

= Part Time Staff

=» Non-Program Staff
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Directors- individuals responsible for the operation of school
nutrition programs for all schools under the LEA. This Is the
Individual who plans, administers, implements, monitors, and
evaluates all aspects of the school nutrition program.

Duties generally include: sanitation, food safety, employee
safety, nutrition and menu planning, food production, facility
layout and design, equipment selection, procurement, financial
management, record keeping, program accountability,
marketing, customer service, nutrition education, general
management, personnel management and computer technology.

12 hours minimum of annual continuing
education/training.

Every LEA must designate a Director.



0%
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Educartion

Professional Standards Job Categories |

Managers have direct responsibility for managing
the day-to-day food service operations at one or
more sites at the LEA.

10 hours minimum of annual continuing
education/training.

30
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Other staff are staff members (full-time and part-time)
Involved in the operation of food service, Typically,
staff do not have management responsibilities, but
duties may include preparing and serving meals,
processing transactions at point of service, and
reviewing the free/reduced price applications, along
with other routine work.

Full Time- 6 hours minimum of annual continuing
education/training.

Part Time- 4 hours minimum of annual continuing
education/training.
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Non-program staff are staff members who provide support
to, but are not specifically involved in, the operation of the
school nutrition program, such as the custodian.

Non-program staff members that work part-time on school
nutrition program activities throughout the school year must
also comply with the training requirements.

4 hours minimum of annual continuing
education/training required only for those non-program
staff members that provide support to school nutrition

programs THROUGHOUT the school year.



Professional Standards

Training Planning and Tracking

You must track planned and completed training.

DIRECTOR TRAINING TRACKER FORM

12 Annual Required Training Hours

USDA PROFESSIONAL STANDARDS SCHOOL NUTRITION PROGRAM DIRECTOR TRAINING STANDARDS

the individuals who pians, administers, implements, monitos the school

tiles, topics, dates, and hours, etc)

it 15,
EMPLOYEE INFORMATH

Directors Name:

Te:

e Date (MM/YVY)

IDENTIFY CORE DUTIES/RESPONSIBILITES IN APPLICABLE AREAS BELOW.

| 3000-ADMINISTRATION. | 4000-COMMUNICATIONS /MARKETING
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Professional Standards Training L

Planning and Tracking

EMPLOYEE INFORMATION

Name: Title:

‘ Hire Date (MM/YYYY): ‘

IDENTIFY CORE DUTIES/RESPONSIBILITES IN APPLICABLE AREAS BELOW:

1000-NUTRITION 2000-OPERATIONS 3000-ADMINISTRATION 4000-COMMUNICATIONS/MARKETING
D Menu Planning D Food Production D Meal Benefits D Communications and Marketing
D Nutrition Education EI Serving Food D Program Management
D General Nutrition D Cashier/Point of Service D Financial Management
D Purchasing D Human Resources/Staff Training
D Receiving/Storage D Facilities/Equipment Planning
D Food Safety/HACCP
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Professional Standards Training

Planning and Tracking

EMPLOYEE TRAINING PLAN

COMPLETED TRAINING

IIIIIII

PLANNED TRAINING HOURS: 0 /10 HOURS TO DATE: 0 /10
PLANNED LENGTH TRAINING DATE TRAINING COMPLETED | DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE [ (HOURS) CODE WAS COMPLETED HOURS ATTACHED
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National School Lunch Week

October 10-14, 2016




National School Lunch Week

* Created in 1962 by President John F. Kennedy

* Goals:
— Promote healthy menus and increase lunch
participation;
— Expand online marketing reach of school nutrition
programs via social media, blogs, and more;

— Garner increased awareness with parents,
administrators, and the media about the importance
of school meals.
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National School Lunch Week

October 10-14, 2016
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National School Lunch Week

Spread the word
Promote NSLW
Involve students

Recognize the importance of a healthy school
unch

Invite community leaders, parents and the media
to have lunch at your school

Tell SNA about your celebrations
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National School Lunch Week

 October 12, 2016 is National Take Your Parents
to Lunch Day!

— Invite parents to dine with their students and
experience how wonderful your meals are.

— Give a tour of your facility and provide recipes for
parents to take home.
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National School Lunch Week
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SPIRIT!

Tools and Resources for SNA Members

National School Lunch Week

www.SchoolNutrition.Org



http://www.schoolnutrition.org/

Question and Answer Session

Thank you!

This concludes the content for today’s webinar. | will now
take questions you have about the webinar or any other
topics that have come up during your operations.
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